_wdHa Gk Ldih AlHaeriaadlls il vYellars Autiiey e EEE AR A F TR T WA ¥ Rl

852
RECORDS RETENTION SCHEDULE APPROVAL REQUEST LMMMM@E

mnwﬁ:. Swmm copies s..n: three copies of the Records Retention Schedule, DHS/STD 73. (See reverse for additional space.)

{1} Division Branch{as).
Chronic Disease & Injury Control Cancer Control Branch
Section{s)/unit
Tobacce Controel Section
Address {numbaer, street, city) &5 code(s) index{es)
601 North 7th Street, MS# 555, Sacramento ‘ 83121 £506

TO: Department of General Services Check the appropriate box:

Office of information Services @ £3 New schedule of records that have never been m%m%_a (Complete baxes 5-8.)

1500 Fifth Street, Room 116 XD Revising a previous schedule. (Compiete boxes 5-12.)

Sacramento, CA 95814 (OR IMS C-39) (A new approval number will be assigned.)

w O . Amending some pages of a previous schedule. (Complete boxes §~12.)
{918) 445-2294 or CALNET 485-2284 (The original approval number will remain in effect.}
NEW SCHEDULE {5) Schedule number (6) Scheduls date {7y Number of pages {8) Cubic test (Total schedula)
INFORMATION .
{If applicable) H98-011 July 2, 1998 9 389
PREVIOUS SCHEDULE {8) Schedute number(s) (10} Approval numbar{s} {11) Approval date(s} {12} Page number(s) revised
INFORMATION ‘ 9
(i applicabls) 192 60-109 Aug. 2, 1990

PART I—AGENCY STATEMENTS

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on the
attached schedule, | certify that all records are listed, that | have reviewed the need for the records, (per Section 1611 of the State
Administrative Manual) that each retention pericd is necessary and correct as scheduled, and (for a revised schedule) that all
iterns on the previous schedule have been accounted for.

(13) Signature~-panager directly responsible for the records (14} Title (15} Date signed

\\m \\ Sl ‘ \\\m\\\% \Nﬂ%\ﬁ\m\ X&H %\ \ 75

In mnaoa.manm with Government Code 14755, approval of the aftached Records %m_,macg mo:m\u&m by the Department of
General Services is hereby requested. Retention periods have been established by this agency after a careful evaluation of all
the factors fisted in Section 1867 of the State Administrative Manual, ‘ .

! hereby certify that | am authorized to act on behalf of the head of this agency in Bmum.wm bmnmSS@ to the ﬁmwma:o: and disposal
of records. (Per Section 1611 of the State Administrative Rmacm.ﬂ y

{16) Signature—Records Management Anak/st {17} Title

s \ &%\ . AGPA

(18) Narne (printed or t ,mua 174 (19) Telephone . _ (2)_Date signed
T Ray Haag (916).. 323-3817 722358

PART I--DEPARTMENT OF GENERAL SERVICES APPROVAL {Per Government Code Section 14755)

(21} Signature—0IS Consultant {22) Approval nombar -

e e 98-210

23) Title — - : (24] Date signed

Recorts Dicomegtonio 725728

PART =T>mo$<>r,mmrmo Oz «tmx mocmﬁaamau Ooam Section 14755)
THE ATTACHED RECORDS RETENTION SCHEDULE:

@5 L) Contains no material subject to further review by the Caiifornia State Archives.

{28) ﬁ\ogﬁmsm material subject to archival review. Jtems stamped “Hold/Notify
Archives™ may not be destroyed without clearance by the Secretary of State.
{Per Saction 1614 of the State Administrative Manual.}

27) Signatur hief o;..owimm {28) Date sighad

> oot 5 1998

e

o V
DHS/STD 72 (188)

el



CALIFORNIA DEPARTMENT OF HEALTH SERVICES
PREVENTION SERVICES

DIVISION OF CHRONIC DISEASE AND INJURY CONTROL

| — (916) 445-1 102 "
CAMCER, AETEARH g X (910 50208 98-.210
'S weTions oo DonaldO Lyman, MD.
! (916} 445-1102
FAX: (916} 445-0238
ASSISTANT CHIEF .
James T Howard, M.S.
611 North Seventh Street
Sacramento 95814 g ? - 7
1
| I
{916) 322-4787 {916) 327-6985 {916) 323-36 11
FAX: (816) 445-4940 FAX: (916) 324-7764 FAX: (216) 323-3682
CANGER GONTROL BRANCH CHRONIC DISEASE CONTROL BRANCH G o 0 INJURY
Dileep G. Bal, M.D. Katideen H. Acree, M.D., M.PH., J.D. ‘lex Kelter, M.D.
601 North Seventh Street 501 North Seventh Stree! _ 6011 North Seventh Stregt
Sacramenio 95814 Sacramento 95814 ?pf . /rf; Sacramento 95814 ,ﬁ%
{916) 327-7768) {316 327-4662, {916) 327-6985 {916) 323-3611 (91 6 323-3642
FAX: {916) 445-2536 FAX: {918} 324-7784 FAX: (916} 324-7764 FAX: (816) 323-3682 FAX: (916} 323-3662
DISABILITY PREVENTION AND INJURY SURVEILLANCE AND
CANCER DETECTION SEGTION GENTER FOR GERONTOLOGY SECTION D HEATH CONTROL OFFICE EPIDEMIOLOGY SECTION
(Vacant} ; {Vacant) Curtss E. Weidmer, M.D., M.BH, (Vacany® Roger B. Tient, Ph.D,
P 601 North Seventh Sireel 601 North Seventh Street 601 Narth Seventh Stree! 601 North Seventh Street
gr; ; rr;!r{:gf:; gegﬁeg;i‘; Sﬁ%{ o Sacramento 95814 Sactamento 95814 < - -/ f / Sacramento 95814 Sagramentp 95814
{G76] 327-6987] 1916) 327-6085 7510) 540-2390} 1916) 323-3675 {916] 323-3486)
FAX: {916} 323-1835 FAX: {916} 324-7764 FAX: {510) 540-3195 FAX: {916) 323-3682 FAX: (916) 323-3682
CANCER PREVENTION SECTION OFFICE OF DENTAL HEALTH SERVICES HUMAN POPU;.EAgIT?g’I.ABURATORY EMERGENCY ;R?::::E;NESS OFFICE STATE AND I.OSCEACI:.TII?*{I;&URY CONTROL
. avid Abbol
Susan B, Forester, M.RH, R.D, Vacanly (Vacanty* Barbara Albarson, M.PH.
601 North Sevents Streef 601 North Seventh Street N2151 Berketey Way, Aunex 2, 300 601 North Sevenlh Sireet 601 North Seventh Street
Sacamento 95814 T2 1 3 Sacramento 95814 Berkelay 94704 Sacramento 25814 Sacramento 95814
(918} 327-4663) {916) 327-6985
FAX: (916) 327-4657] FAX; {916) 324-7764
CANCER SURVEILLANCE SECTION PROGRAM DEVELOPMENT SECTION
Wiiam Wiight, Ph.D. Meal D. Kohatsy, M.D., MPH. Q M
601 North Seventh Streel 601 North Seventh Street Tamos W, Statton, D, MPH, = .
Sacramento 95814 Sacramenlo 95814 Depuyly Directar / )
Fravantion Sendfps
(316} 327-5425
FAX: {916) 327-5424 _
ROL N :
TOBACCO CONTROL SECTIO 1 Jacguelyn Duerr, Acting Chied, Gancer Deteclion Section, 7% A ?’
{Vacaau"’ 2 Dileep G. Bal, M.D., Acting Chiel, Tobacco Controt Section, . 3 G]
: 3 Meal Xchatsu, M.D., M.PH., Acting Chiel, Center tor Gerontology Section and Otfice of Dental Health Services, Donald O, tykehn, M.D., Ghict ~
601 North Seventh Street 4 Kathleen H, Acres, M.D, M.PH,, J.0., Acting Chiet, Human Population taboratery Section, Dislon o} Chronte Disease sl kajury Controt Pugust 1997
Saciamento 95814 472 /47 q 5 Alex Kelter, M.D., Acting Chief, Disabifity Prevention and Control Office.

Page 190126



CALIFORNIA DEPARTMENT OF HEALTH SERVICES
PREVENTIVE MEDICAL SERVICES DIVISION 8.2 l@

! B-485-4102
(916) 445-1102

CHiEF

Donatd O, tyman, MD. i

1800 3rd Streel, Sulte 100

Sacromento 95814 .
. i 1 I
§-492-4787 8-467-4985) 85710588
{916) 322-4787 (P14) I27-6985 (415) 540-25866
CHRONIC DISEASE CONTROL . DISEASE PREVENTION AND HEALTH INFECHOUS DISEASE
BRANCH PROMOTION BRANCH BRANCH
14 .
Dueap G. 8ol M.D. Kathleen H. Acrbe, MO, Geoige Ruthaford, M.D,
1800 3rd Siresl. Suite 100 : 1800 3rct Shael, Suita 100 2151 Berkeloy Way. Room 708
Sacromanto 95814 . Socromenio 95844 Berkatay 94704
8-467-4863 §-492-6851 ‘8'492-@33 8-571-2566
(%16) 327-4663 (P14) 322-4851 P14) 322-4933 (415) 540-2506
DISEASE CONIROL
CANCER SURVERLANCE SECTION HEALTH PROMOTION SECTION _ DENTAL HEALTH SECHON " SECHON
John L. Young, DLPH. Lelo F. Folkers, M.PH, Ropertlsman, 0.0.5. Ronaid . Roberlo, M.D.
1812 14ih Steet, Suile 200 1800 3rd Straet, Sulte 205 1800 3rd Streel, Suite 100 2151 Betkalay Way. Room 708
Sacromento 95814 Sacramento $5814 . |Socramento 95814 Barkelay 94704
8-447-4987 8-454.2281 ' 8-454-9005 8-447-0322
(916} 327-6987 ‘ ) (916) 324-2281 . (916) 324-9005 (916) 327-0332
SPECIAL PROJECIS SECHON "*‘;‘;;‘L‘:;‘:ﬁ;u‘s':g‘?g?“ EMERGENCY PREPAREDNESS AND INJURY FIELD EPIDEMIOLOGY
B CONIROL PROGRAM SECHON
David C. Riese, M.PH, Naat D. Xohotsu, M.D. ‘ 1
Alexander Keller, M.D, (Vacant)
1800 3rd Streel, Sulte 100 1800 drd Skeel, Suite 100 1800 3rd Sheel, Sulte 100
Socromento 95814 Socramento 95814 8/842 Sacramanto V5814
8-497.3118
(P16) 735-3118
JOBACCO CONTROL SECHON
|| Dieep G, Bat, M.D. ‘ .
{Aciing)
f
6007 Folsom Bivd., 2nd Floor %W-‘%‘ﬁ f M“d—/ /L{ ﬂ
Sacromento 95819 Wervey T, Comni. PED, Geputy Duecter 7" T T e 7 bl o R bbbt

Pubic Haolih Saplambes 1990



Site of Cablorta—tesatth aiml Wellma Agaiey

RECORDS RETENTION SCHEDULE = |t

Sea instructions on ravearse nnd in SAM 1601,

Lpmstment ol Heati Stu\:h,iz

Branchias)

]

DHS schedule iwanber (2| Date (3)

Chronic Disease & Injury Control | Cancer Control Branch L 08-011 July 2, 1994
Seclion(s} GS coedn Pays ol pages 1)
Tobacco Control Section 83121 of 2

Adiress {number, strael, city)

601 Rorth 7th Street, MS# 555, Sacramento

i
GS 1!};5;5)“&@1.9,3, ‘5,2 l O

1TEM
NUMBER

cuBic
FEEI*

(Eriphe spiace botwaon Wods)

{6)

{7}

CALIFORNIA
STATE
ARCHIVES
USE ONLY
8

TITLE AND DESCRIPTION OF RECORDS

{1ripte space belween ftems} MEDIA]VITAL

9

RETENTION

{10} | i

OFFICE
(2

DEPT,
1)

SRC
{4

TOTAL
{15}

PFRA
{Exampt)
and
iPA
{16)

REMARKS
{17

- MISSION STATEMENT

statewide campaign to reduce the con

The California Department of Health:
administers and oversees programs w

by 75 percent by 1999. The specific
Section include the conduct of a state
Campaign and a baseline survey of t
and attitudes; the administration of a
mechanism to fund and provide techn
to develop community wide tobacco ¢
of state and local efforts.

This schedule contains no vital r‘e#cor‘ds .

hich cons

hetivities
hwide

Services’

sumption

Tobacc

o Conti

itute t

bacch-rel

ical 3ssist

ted bel

brantjawagds prog

hnee 1o

ronirpl prggrams;

sation 1
aviors,

local e
and an

ram andl a

n by th
hedia
knowle

hd agen
evaluat

alifornija

ol Section
portiop of a
of tobagco in (]
eing updertakg
tobagco ed

Retention criteria for all records
is the decision of the Section Chief,
unless otherwise noted. '

“Provite total of ollice and depatimental storage oy,
THIS/S T 1Y e



Stete of Catlornin—1aatth sl Wellma Agency

RECORDS RETENTION SCHEDULE

See instnuctions on reverse and in SAM 1600.

Blegatment of Heallh Services

Division (1) " § Branchies} \ DS scheduola suniber (23] Late {3}
Chronic Disease & Injury Control | Cancer Control Branch _H98-011 1 July 2, 1698
GS code Page of pagos (4}

Section(s)
Tobacco Control Section

83121

g

Address (numbaet, streel, cily)

601 North 7th Street, MS# 555, Sacramento

CALIFORNIA - PRA
ITEM CusIC STATE HRETENTION {Exempl)
NUMBER FEET* ARCHIVES THLE AND DESCRIPTION OF RECORDS ; and
{Trple space butween ltlems) | USE ONLY {Tilpla space belwaan liems) ' MEDIA|VITAL] OFFICE | DEPT. SRC TOTAL IPA REMARKS
5 m - ) 9) g o | (2 {13) (14) (15) (16) (4N
ADMINISTRATION
1 6 Procedural Material ‘ ¢ 2
/2'/ 6 Internal Correspondence H 2
ACTIVITY REPORTS
3 1 Monthly Section Reports P 2
}'A} Quarterly Section Reports P 2
/ 3 ASSOCIATIONS (A-Z) P 2
(
6 4 CHRONOLOGICAL FILES P 2 X PRA 6254 (Contains correspondence
to or from the Governor).
Confidential destruction (CD).

*Provide total ot office and deparimental storage only.

[ASEEARESR AN A IR Bk ]



Stata of Unbltornia—tisatth aml Weltare Agniey

RECORDS RETENTION SCHEDULE

Saa instnictions on raverse amnd in SAM 1600,

Hepimtment of Health Sviveus

Biviston (1) {lruncias) 1 1118 seheduln numlkn {21 Data {3

Chronic Disease & Injury Control § Cancer Control Branch L H98-011 July 2, 1998
Section(s) @GS cole Page of pages {4)
Tobacco Conkrol Section 83121 3 ol 9

Addrass (number, streel, city)

601 North 7th Street, MS# 555, Sacramento

GS :il*l.i;ag“g"“i' ‘? 1. O N

CALIFORNIA PRA
WEM | CuBic STATE : HETENTION {Exempl)
NUMBER FEET" ARGCIHUVES TITLE AND DESCRIPTION OF RECORDS and
{Triyde space botwoen Bems) | USE ONLY {tsiple space between Rems) MEDIA|VITAL] OFFICE | DEPT, SRG FOTAL IPA REMARKS
6 n ) ©) o un | 12 (13) {14} (15) {16) (1
CONFERENCE, COMMISSIONS
COMMITTEES AND MEETINGS
j/ 3 Advisory and Review Committees i 5 Findings and recommendations
have administrative value and are
reviewed for precedent.
,8/ 4 General (A-Z) F 2 2
| 2 * Staff Meetings P 2 2

Provida totat of office and departmental storage onty.

BHWSED T LuB



Skida ol (aklornia— Haalih ard Waellag Agorey R Bogaantrnent ol Health Swivhes

Diviskon {1 hanehios) : ) RS schiedule tnabier {2)] Uata (3)
RECORDS RETENTION SCHEDULE [Pt . ) o
Chronic Disease & Infijury Control i Cancer Control Branch LA8-01L )} July 2, 1998
Seclion(s) (S coudo Page ot pages {1}
Tobacco Control Section ' 83121 A o 9
) Adihiass (numbey, strest, city) GS appiovabnpiien §5) 1 _@
Sea nstivctions on raverse and in SAM 1600, 601 North 7th Street, MS# 555, Sacramenlo ‘
‘ ; CALIFONNIA PRA
. 1EM CuBIC STATE : AETENTION {ExempY)
HUMBER | FEET ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
{Tripta space botween dlams) | USE ONLY {}ripte space belwoen Bems) MEDIAI VITAL] OFFICE | DEPL SRG TOTAL 1PA REMARKS
{6} {7 18) {9} (10} § {11} {12) (13} (i4) (16} (16} {17}
CONTRACTS, GRANTS AND
AGREEMENTS
10 2#0 External (Includes but not limited S gl 9

to quarterly reports, site visits,
progress reports, telephone logs,
budget & budget changes, plans,
contracts and invoices

11 24 Interagency Agreements H 2 3 5
)/2/ 8 Requests for Proposals B 2 3 5

Jf 55 Surveys and Correépondence P 2 3 5
/ 22 Guidelines ' P 2 2

15 2 CORRESPONDENCE (A-Z) P 2 2 Files are continually updated.

Non-confidential wastepaper recycle.

*Provide total of ollice and depanimental storaye oty
THESMIN 73 £1A8



Stabe o Uakonia—1tealit and Wallare Ajancy

RECORDS RETENTION SCHEDULE

Sea instnictions on reverse and in SAM 1600,

Depirbment of Healh Stiviasy

Diviston {1} firanchifes) ' BHS schodule tanuber {231 Uate (3)

Chronic Disease & Injury Control | Cancer Control Branch 1198-011 Huly 2, 1998
Sectionis) : GS cm!q Page ol pages {4}
Tobacco Conkrol Section 83121 5 of 9

Address {number, sireet, city)

601 North 7th Street, MS# 555, Sacramento

GS appa&ml manbie (5}

59.210

) CALH'ORNIA PRA
EM cuBlc STATE RETENTION {ExempY)
HUMBER FEE¥" ARCHIVES TITLE AND DESCRIPTION OF RECORDS and
{Trpde spoce between kams) | USE ONLY {tiple space between flams) mEoniTaL] OFFicE | bEPT. | SRe | TOTAL | 1PA REMARKS
{6} i} ) (@) (10) § () t12) (13 (14) {15) (16} (7
EQUIPMENT AND SUPPLIES
16 Correspondence IL 1 I
17 Master Service Agreements K -Active Actiye Inactive when superseded.
H2 + 2
18 Purchase Orders and Service F Active Actiye Inactive when completed.
H2 +
\ i b M * . +
19 Warranties H Actiyve Actiye Becomes inactive after requests
+H2 + 3 are received.
FINANCIAL
20 Accounting Retrieval Management P 2 2
System (ARMS)
21 Budgets P 2 2
22 N Budget Change Proposals P 2 2

*Provide olal of oflice and depattimental storago only,
PHSS T 73 mm



Statg of Gaklorpla—Haealih geul Wallasn Agmny

RECORDS RETENTION SCHEDULE

Sea inshntclions on reverse amd in SAM 1600,

Itepatment of Healh Soavm.es

Diviston (1)

Branchios) ' BHS schiedule snbes (21 Date (3)
Chronic Disease & Injury Control | Cancer Control Branch _Ho8~011 July 2, 1998
Seclion(s} ’ 35 ooty Pago of pagas (1)
Tobacco Control Section 83121 6 ol 9

Addrass {number, sirae), city}

601 North 7th Street, MS# 555, Sacramento

GS ug.;»&i@atgmztﬁz l Q

¥

CALIFORNIA PRA
nEm | cusic STATE BETENTION {Exempt)
NUMBER | ¥EET* ARCHIVES TITLE AND DESGIUPTION OF RECORDS and
{Iriple syrace betwoen ftams) | USE ONLY {triple space batwaen lems) MEDIALVITAL{ OFFICE | DEPT. SRC TOTAL 1A REMARKS

{6} n ) 9 {H} {12) {13 (14) {15) {16) {17}

LEGAL
Rt { Wty . : )

}6/ 2 | Bsshivor Legislative Analysis (includes 2 2 X PRA 6254 (Contains correspondence
but is not limited to legislative to or from the Governor). CD
contracts, staff opinions, testimonies,
guidelines, instructions, bill analyses
and enrolled bill reports)

/M/ Yo w7 | Legislative Reports 2 3 5 X Mandated by Chapter 1331 Statutes
of 1989 (Assembly Bill 75), PRA
6254.CD '

ORAGNIZATION

Charts P Active Actiye Becomes inactive when superseded.
+1 +2

Mission and Function Statement Actjve Actiye Becomes inactive when program
+2 +2 sunsets and/or superseded.

*Provids total of olice and departimental storage onty.

DHSHTD I H/BMm



Sinte of Calitornia—~Haallh anil Wellawe Agetcy

RECORDS RETENTION SCHEDULE

See instructions on reverse and in SAM 1600,

Depaniment of Health Sewvices

Division (1) Branchies) | DHS schedule namber (23 Date (3)

Chronic Disease & Inijury Control | Capcer Control Branch HO3-011 July 2, 1998
Sectionis} GS code Page of pages (1)
Tobacco Control Section 83121 7 ol 8

Addrass {number, straet, city}

601 North 7th Street, MS# 555, Sacramento

GS mevag[%e' (053_2 l @ .

CALIFORNIA PRA
wem | cusic STATE HETENTION (Exempt)
NUMBER FEET" AﬁCHWEs TITLE AND DESGRIPTION OF RECORDS and
{Tripte spaco betwoen Rems} | USE ONLY (Triple space belween ems) MEDIAIVITAL | OFFICE | DEPT. SRC TOTAL 1PA REMARKS
{6} {7 @ ] {10y | 0y (12 (+3) (14) {15) (16} (17}
PERSONNEL
27 2 Attendance Reports IJJ Acfive Actjve XI Retain for 2 years from pay period
42 + involved; PRA 6254. Inactive when
. employees terminates or transfers.
Confidential Shred. IPA 1798.40
28 Correspondence L 2 2
29 \/ Employee Records (may include F Agtive Actije 1 Retain for 2 years from pay period
but is not limited to training, 42 + N involved; PRA 6254. Inactive when
travel, probation reports, employees terminates or transfers.
disciplinary actions, and interview Confidential Shred. IPA 1798.40
documents)
POLICIES
30 1 External P Actjve Actiye Becomes inactive when superseded.
. b 9 :
31 Internal P Active Actiye - Becomes inactive when superseded.
+3 +2 :

“Provide lotat of ollice and depatimental storage only.
THS/STD 13 190



State of Cadlornip—Heallh and Welliwe Agency

RECORDS RETENTION SCHEDULE

Sea instructions on reverse and in SAM 1600.

Depanment of Hoath oavnes

DHS schiedule aumber {2} Data (3)

Tobacco Control Section

Diviston {1) Branchios}
Chronic Disease & Injury Control | Cancer Control Branch H98-011 TJuly 2, 1998
Section(s) GS code Page of pages (4}
83121 g of .9

Addiess {numbet, street, city)

601 North /th Street, Mgﬁ 235, Sacramento

GS approvat nnber (5) ) .
gR.210

CALIFORNIA PRA
TEM | cuBic STATE RETENTION {Exempt)
NUMBER FEE? ARCHIVES TITLE AND DESCRIPTION OF REGORDS and
{Triple space betweon iloms) § USE ONLY (Tripie apace betwaon flams) MEDIAIVITAL ; OFFICE | DEPT. SRC TOTAL tPA REMARKS
{6) " (8 9 oy | on | 02 {13) (14) (15) (16) (i
PUBLIC RELATIONS -
/ 2 Clippings P 2 2
2 - News Releases P 2 2
"

.

*Provide tolal of oltice and departmentat storage only,

DHS/STD 73 st



State of Cablornia—Healih acd Wettue Agency

RECORDS RETENTION SCHEDULE

Sea instnictions on raverse and in SAM 1600.

Dupamnent of Hoallh Sornes

Divislon {1} Branchies) DHS schedale auuber (2} Data (3)
Chronic Disease & Injury Control| Cancer Control Branch HOB--011 July 2, 19494
Seclions} GS coda Page of pages (4)
Tobacco Control Section 83121 9 o9

Addrass {umbar, strast, city)

601 North 7th Street, MS# 555, Sacramento

l GS appmuaiéugr [f] 2 i U

CALIFORNIA PRA
em | cusic STATE RETENYION {Exempt)
NUMBER | FEET* | ARGHIVES TITLE AND DESCRIPTION OF RECORDS and
(Tiigha space bitween lems} | USE ONLY {liipls space batween llems) MEDIA|VITAL ; OFFICE | DEPT. SRC TOTAL IPA REMARKS
(6 {n {8) 9 {10} ¢+ (1Y {12) {13) (4 (15} {16) {7
RECORDS MANAGMENT

34 1 Records Retention Schedules P Active Active Active until revised, superseded or
resinded.

35 Holdings and Destruction P 3 3 Retain 3 years from date submitied
or when no longer needed for
reference or analysis, whichever is
later.

36 Policies and Procedures P Active Active Active until superseded.

37 Transfer Lists p Active Active Active until all records listed have
been either destroyed, retired
permanently, transferred to the State
Archives, or when no longer needed,
whichever is later.

}ﬁ/ 5 PUBLICATIONS, STUDIES, P 2 3 5 Mandated by Chapter 1331 Statutes
AND REPORTS of 1989 (Assembly Bill 75);
Total 389
~ Cubic
Feet

*Provide tolal of olfice and departmental storage onty.
OHASTO 13 (108



